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SECRETARIAL/CLERICAL MANAGEMENT ADVISORY GROUP

QUARTERLY STATUS REPORT

(January - March 1578) :fé Regist”

PROJECT STATUS DEADLINE
1. Draft the Group's - Charter finalized, distributed Project comnpieted.
Charter to Agency management and other
advisory and working groups.
2. Draft an Employee Bulletin Finalized and forwarded to Project comoleted.
on the formation of the new DDA for printing.
MAG.
3. Search for and compile a Phase I ~ The actual search " 14 April 1978.
compendium of past Agency ~ for these studics and surveys (Phass 1)
studies and surveys per- is well underway.
taining to secretarial/
clerical personnel.
4. Meet with other Agency Memo distributed to the June 1973.
advisory and working Chairmen of these groups.
groups to establish a 0f the 11 meetings to be
good working relationship held, five have been
and to identify projects scheduled.
they may be working on
concerning secretaries
and clericals.
5. Publicize new MAG. publicity Officer is drafting On going.

articles for.th: Director's
Notes and for inclusion in the
various other Agency newsletters.
articles also heing drafted for
Agency bulletin boards.
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3 daren 1978

FLMOBANLUM POR . Director of {(entrai latelligencs
Doputy Director of Cential Intelliqence
STATINTL

o =2 1 ical maragesert idvisory Grous

SURILLY Sacretarial/{ lerical e ayenest RAVisory Groug
LLatul HepoLt, Janwary RAreh 1470

1. The tecretarial/llerical rantgd snt Advisery Grouf will i«
reporting its activities anc sccom;lierw ots o YOL On & qUaX<er:y
tvasis. the firsc ceport is attached.

2. in cur firgt three rOoAthe we (00USen RAILIY Oh CICANLRE LiCix.
patters——charter, exployse bulletin aig jubdicity. Lur £irst projacis.
listed in the attached report, have seve: sl alms g

+ Identify secretarial/clerics: probla: aress surtacec i
past Agency studics akd SUIV- ¥§; i

+ ¢Coordinate with other advise: vy grouus jrojects on secre-
tarial/clsrical rutters:

+ %ale & freeh looi: at identif:ed secreterial/clericel
COonCeYng.

£y these steps we hope to avoid golng ovwer grounc that has bean siow:
vefore. He Fesl that sound rucozsepdiati s NAVE previously bses ksdes
on many of the proolers facliy us today, but have Leen filed away in
semeone ‘s safe without action.

3. We invite you to tash us as you see pegossary. we lock upon
the creation of our Acvisory Group as « rosising vay of moetire tis i
corcerrs of the sceretarial/clerical furce withia the Agency. STATINTL |

o8 Wiy i3 o3
Lecr zt.arin"i@: iwrzt PAvIBOLY SLCL
s
Attachment . X
iB stated 1 i
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Uistritution:
1 - Dp/uFRC X
pL/ssT
DL/C

DU I ik staff
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DDA/ 78-1391

1 March 1978

MEMORANDUM FOR: Director of Central Intelligence

THROUGH : Deputy Director of Central Intelligence

FROM . STATINTL
Deputy Executive Secretary

SUBJECT :+ Secretarial/Clerical Management Adyisory Graup Charter

1. Action Requested: That youy approve the attached draft charter fov
the new Secretarial/Clerical Management Adyisory Group.

2. Background: In December 1977 the Acting Deputy Director and Dirac.or
approved of estabTishing this new management adyisory group in vesponse t2 @
suggestion to the Director during his meeting with a vepresentative group o~
Agency secretaries and clericals,

. STATINTL
Attachmenf

APPROVED/ pESniaiaesy .
STATINTL

9 AR 1©78
7 Frank v, vartu T Date o
, Deputy Director of Central Intelligence
STATINTL
APPROVE
NN 13./”.:\
6 oY !
T STANSFIELD TURNER - Date

Director of Ce?tra1 Intelligence -
R [B/
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SECRETARIAL/CLERICAL MANAGEMENT ADVISORY GROUP

CHARTER

I. MISSION

The Secretarial/Clerical Management Advisory Group was establisned in
December 1977 by authority of the Dircctor of Central Intelligence. ‘rhe
mission of this group is to provide an additional vehicle for advice and
assistance to the Director, the Deputy Director, and other senior Agancy
management on secretarial/clerical issues.

IT. FOUNCTIONS

a. Identify issues relevani: to secretarial/clerical
personnel.

b. Address valid problems and issues and recommend
corrective actions.

c. Promote activities to increase the awareness of
Agency management concerning secretarial/clerical issues.

. d. Prepare Quarterly Reports on the Groun's activities
 and accomplishments for the Director, the Deputy Director
and other senior Agency managemert.

e. Solicit the views and suggestions of Agency
secretarial/clerical personnel ard act on these suggestions.

f. Will not address specific personal employee
grievances since there are grievance channels already
available.
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IIIX.

Iv.

OPERATING PROCEDURES
In carrying out its mission, the Group will:

a. Establish a good working relationship with other
Agency advisory and working groups.

b. Insure that Agency management and secretarial/
clerical personnel are aware of the Secretarial/Clerical
Management Advisory Group, its mission, responsibilities
and activities.

c. Encourage active contribution and participation
of Agency secretarial/clerical personnel toward meeting
the goals of the Group.

COMPOSITTION AND ORGANIZATION

a. The Group will consist of three representatives
from each of the Directorates and three representatives
from the "E" Career Service.

b. Two of the representatives from each directorate
will serve 9-month tours and one representative will serve
a 12-month tour. Tour of membership will be determined by
the nominating directorate. The staggering of directorate
representatives will maintain continuity of Group activities.

c. Members will be chosen from the secretarial/clerical

ranks in grades GS-06 and above.

d. Members must have at least two years Agency experi—
ence and a genuine interest in issues affecting secretarial/
clerical employees and in making a substantial contribution
to the Group.

e. The Group will elect a Chairmen, Co-Chairman,
secretary and publicity officer from the current memnbership
with tour of officers to be determined by same.
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V. RULES AND PROCEDURES

a. The Group will meet on an ad-hoc basis upon
the call of the Chairman or at the requast of any of
the members, initially one or two meetings per month.

b. The Chairman will develop and distribute the
agendas for Group meetings. Any member of the Group
may ask that an item be placed on the agjenda for con-

sideration by the Group.

c. The Chairman will prepare for the Group's
aporoval Quarterly Reports on Group activities for
the Director, the Deputy Director and cther senior

Agency management.

- d. Decisions of the Group will be reached by
majority rule.

e. The Charter may be amended by the Group
membership upon call, subject to the approval of the
Director and Deputy Director, as appropriate.
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